State of California DEPARTMENT OF WATER RESOURCES The Resources Agency

JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR

Student Assistant (E&A) 7200-4871-900 50022497 1

APPOINTEE SAP PERSONNEL NO. | DIVISION/SECTION

Vacant IRWM/SCRO, Special Studies & Technical Support

COLLECTIVE BARGAINING IDENTIFIER
Management Related BU: Supervisory Related BU: Confidential Related BU: Rank and File BU:

11
RESPONSIBILITIES EXERCISED IMMEDIATE SUPERVISOR (Print) SUPERVISOR'S CLASSIFICATION
1 Supervisory [] Lead Person Joseph L. Tapia Senior Engineer, Water Resources
APPROVED BY (Personnel Analyst's Name) DATE
Amanda Jack 12/8/11
P eg_c;j%rg of Activity

POSITION SUMMARY

Under close supervision of the Senior Engineer, Water Resources, and in a trainee capacity, the
Student Assistant (Engineering and Architectural Sciences) performs various engineering tasks
related to water quantity and quality data including drainage investigations, collected by the
Special Studies and Technical Support Section.

ESSENTIAL FUNCTIONS
This position requires that the incumbent work closely with Section employees and carry out tasks
defined by the section's supervisor. The specific duties are as follows:

70% Assist in systematically organizing monthly and bi-monthly water quality data. Tabulate
quantity/location/analysis of drainage data. Check data for errors and enter report info into
Microsoft (MS) Access database. Prepare field data information in the form of tables and the
annual Electrical Conductivity map. This information will be incorporated into the annual drainage
monitoring report.

20% Assist in checking data and performing simple engineering calculations on water quality data
collected by the Drainage Management Section. Organize and enter water quality and elevation
data into MS Access and into Hydstra databases.

10% Collect and copy water quality information for public data requests as needed. Assist with Red
Rock Ranch data collection program and completing other related Section and District activities as
assigned by the supervisor. This may require driving a vehicle on public roadways or in the field
on uneven terrain.

SPECIAL REQUIREMENTS

Ability to type and use personal computer running Windows XP and Microsoft Office 2007 software.
Knowledge of MS Access and use of GIS mapping software is desirable. Must possess valid
California drivers license.

SUPERVISOR’S STATEMENT: | HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.

SUPERVISOR'S NAME (Print) SUPERVISOR'S SIGNATURE DATE

Joseph Tapia >

EMPLOYEE'S STATEMENT: | HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE
RECEIVED A COPY OF THE DUTY STATEMENT.

EMPLOYEE'S NAME (Print) EMPLOYEE'S SIGNATURE DATE

Vacant >
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	activity: POSITION SUMMARY
Under close supervision of the Senior Engineer, Water Resources, and in a trainee capacity, the Student Assistant (Engineering and Architectural Sciences) performs various engineering tasks related to  water quantity and quality data including drainage investigations, collected by the Special Studies and Technical Support Section.

ESSENTIAL FUNCTIONS
This position requires that the incumbent work closely with Section employees and carry out tasks defined by the section's supervisor.  The specific duties are as follows:

Assist in systematically organizing monthly and bi-monthly water quality data.  Tabulate quantity/location/analysis of drainage data.  Check data for errors and enter report info into Microsoft (MS) Access database.  Prepare field data information in the form of tables and the annual Electrical Conductivity map.  This information will be incorporated into the annual drainage monitoring report.

Assist in checking data and performing simple engineering calculations on water quality data collected by the Drainage Management Section.  Organize and enter water quality and elevation data into MS Access and into Hydstra databases.

Collect and copy water quality information for public data requests as needed.  Assist with Red Rock Ranch data collection program and completing other related Section and District activities as assigned by the supervisor.  This may require driving a vehicle on public roadways or in the field on uneven terrain.  

SPECIAL REQUIREMENTS
Ability to type and use personal computer running Windows XP and Microsoft Office 2007 software. 
Knowledge of MS Access and use of GIS mapping software is desirable.  Must possess valid California drivers license.
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